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Job Advertisement 

School Secretary and Clerk to Governors
Pay: Grade 3- 4 £24,796 - £25,583 pro rata.  Approx. £12.85 - £13.26 per hour
9 hours a week – term time only
Start date: 5th January 2026

Due to our current school secretary and clerk to governors wishing to reduce her hours, St. Mark’s CE Primary School is looking to appoint an experienced secretary to join our hard working and dedicated staff team committed to raising standards throughout the school and maintaining an ethos that encourages respect for all and high standards of behaviour and learning.

DUTIES INCLUDE:
· Providing administrative support to the school
· Managing and prioritising a varied workload in a busy office whilst maintaining attention to detail
· Providing support for the School Office/Reception team with tasks to ensure compliance with all statutory requirements and deadlines
· Managing the general office duties etc.
· Administration of student data, making sure GDPR is adhered to
· Provide general administrative support
· Maintain school communications

SKILLS, EXPERIENCE AND ATTRIBUTES REQUIRED:
· Total proficiency with Microsoft programmes
· Keen eye for detail, punctual and be organised
· Very good accuracy and attention to detail
· Administration background
· Forward thinking, proactive and ability to use initiative
· Excellent communication skills both verbal and written
· Understand handling confidential information
· Able to work as part of a team but also independently
· Can take accurate minutes and maintain efficient record keeping systems
· Have experience of writing agendas and servicing meetings

The hours would be one day a week to be agreed upon between 8:30am -3:30pm (timings could be flexible for the right applicant) and 2 hours a week clerk work which can be worked remotely apart from governors’ meetings which happen during school time.

Applications should be submitted on the attached form and supporting statements should address the Person Specification. Please return these for the attention of the Headteacher.


In return St Mark’s is able to offer:
· A well-respected church and community school in an enviable village setting near to beautiful countryside and a number of thriving West Sussex towns
· Pupils who enjoy being at school, behave well and have excellent attitudes to learning
· Dedicated and committed staff who work hard and enable pupils to learn
· A strong and distinctive Christian character based on a clearly defined vision and set of values that are embraced and respected by pupils, staff, governors and parents

If you are interested in the post, please contact the school office for further details and complete an application form by 9am on 3rd November 2025.  

We would be willing to split this role for the right candidates so if you are interested in either the clerk to governors or the secretary role, please do get in touch to discuss.

Visits to the school are warmly welcomed; phone calls can also be arranged if you would like more information or have questions. Tel: 01444 400398
Email: office@st-marks.w-sussex.sch.uk

At St Mark’s we are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment. This post is subject to satisfactory reference checks and Disclosure and Barring Service Checks.
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